
APPLICATION FOR RECORDS RETENTION SCHEDULE 

pplication Date 

Filication  umber 

-~ 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form; Forward signed original to 
Department of Archives and History, Records Management Division, 330 Cepitol Awn&, Atlanta, Georgia, 30334. 

Application Number Department of Education * 

LEA Financial Advisory & Assistance Sec.tion 
Fiscal Services Division Date Received 

Office of Administrative Services 

7b - 70-Q 
Dare Completed 

7- - F E B  1 198, J A N  5 1982 I 

Attention: Scheduling Section. 

I FOR RECORDS MANAGEMENT USE _ ~ _  - _  

,. Dates of St ies  
:artiest Latest 

1965 To Date 

5. Records Series Tile (followed by title uped in office; if different) 

Local Edu.cation Agency Financial Review Files 

No Change - 

1. Record Series Dewiption 

Documents relating to: 

This file contains the following documents (include form numben and titles, if any): 
Attach samples of the file. 

Included are: 

No Change - 

File i s  arranged: 

3. Monthly Reference Rate HOW often are reco-ar- 

One to six months old - ; Seven to twelve months old ; Thirteen to twenty-four months old 

twenty-five months and older - ? 
3. Annual Reta of Accumulation ol Rwrds 

Letter-size drawers ; Legal-size drawers ;Shelves ;Other (rpeciryl- 

R-50-71. Rev. 76  - ( O M )  



ES 30 

d 

-- 

10. Quenionnrirr (Place an "X" in the proper column) 
a. I s  this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, h e  law or regulation. 
If not. where is it? 

I 

recorded in a summarized report? 

1. Retention Raquirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need years. 
c. Federal law years. 1. Federal retention instructions years. 

Attach copy or e x e r t  of laws or regulations. Explain administrative need. 

2. Approved Dirposition Instructions This agency recommends that the file series be cut off at the end of each: 
0 Calendar Year; Fiscal Year; 0 Other then, 

XX Hold in the current files area 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
=Transfer to State Archives for permanent retention. 

Other (Specify) 

m o n t h ( s l 1  yeads); then 

year(s); then 
year(sl; then 

~ 

These instructions apply to all prior and future accumulations of the series. 



, .  - 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing t h i s  form.! Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia. 30334. 

- FOR AGENCY USE 1. hency Address 

Department of Education pplication Date 

Office of Administrative Services 
pplication Number Fiscal Services Division 

FOR RECORDS MANAGEMENT USE 
~ ____. 
Application Number 

76-70- Ct 
Date Received Date Completed 

1. Dates of Series 
iarliest . Latest 

1965 I Present 

No Change 

5. Records Series T i l e  (followed by title usw’in office; if different) 

Local Education Agency Financial Review Files 

r. Record *ria$ Description 

Documents relating to: 

This file contains the following documents (include form numberrand titles, if any): 
Attach samples of the file. 

No Change Included are: 
-- - 

File is  arranged: 

-- I_ 

3. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

I 
tweqty-five months and older - 7 

FAnnual Rate of Accumulation of Re&& 
Letter-size drawers ; Legakize drawers ; she lva  ;Other kmcify) 

R-50-71. Rev. 76 (OWN) 



p. . I -  .. . 

1. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. c. Administrative need years. 
c. Federal law years. f. Federal retention instruaions years. 

Attach copy or exert of laws or regulations. Explain administrative need. 

2. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; @ Fiscal Year; 0 Other then, 

Kl Hold in the current files area month(s) 2 year(s); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
El Transfer to State Archives for permanent retention. 
0 Other ISpecify) 

yearb); then 
year(s); then 

, 

,There instructions apply to all prior and future accumulations of the series. 

3ecommendations in pur- 
raph 12 are approved. 
'If disapprowd, 8Mch kW 
,f sxplanatiim.1 

. .  . 
. .  . .: 
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i r eg rua ry  23, 1976 Pd.8  a d  ..".I*. O f  1 . b .  1 0 ,  ... 
, . _ _ ~ ~ _ I . _  

3 r d  forcmrd I U  ?.part-..? ef 4 r r l r u . a  ..d ~, . I ." ' ,  * P I I I . . L , . . l  I<. : .  
j 3230-001 
/ ,  

-_s_-- 

.ACI..~. rs.i.i..l. F r . d i . i . , *  

j Department of  Education 
I F i n a n c i a l  Services Div i s ion  
! F i n a n c i a l  Review S e c t i o n  
i Room 132, 12 Mitche l l  S t . ,  A t l an ta ,  Georgia 30334 
.. : 7 R T r o ~ :  REQUEST?% 

q-zJ ESTABLISH DISPOSITION S T A N D A R D ;  DISPOSE OF PRESEXT ACCUMUL.AT?O!: ;  
R E C O R D  W I L L  CONTINUE TO ACCUMULATE. NO FURTIiEF A C C U X U L A T I O K  ANTICIF.A?F:': 

I__p _pe s.. 

Series T i t l e  
Dates of Series 

I LOCAL EDUCATIONAL AGENCY FINANCIAL REVISW EILES 
I_-- 

'Y 1965 t o  d a t e  

"What i s  t h e  func t ion  of t h e  off ice  i n  which t h i s  r e c o r d  series is  c r e a t e d ?  

The F i n a n c i a l  Se rv ices  Div i s ion  admin i s t e r s  t h e  s t a t ewide  d i s t r i b u t i o n  of APEG a l lo tments  
and payrr,ents, s t a t e  c a p i t a l  o u t l a y  funds,  and f e d e r a l  funds under Publ ic  Law 93-380, ESEA 
T i t l e  I\', Par t  B,  and conducts f i n a n c i a l  ana lyscs  and reviews of l o c a l  educat ion agencies  
t o  a i d  the? i n  f i n a n c i a l  rnziiagement and l e g a l  use  of a l l  funds. 

The F inanc ia l  Review S e c t i o n  conducts  f i n a n c i a l  reviews of each l o c a l  educat ion agency, 
provid ing  t e c h n i c a l  a s s i s t a n c e  t o  them i n  t h e i r  development of acceptab le  accounting 
systems and main ta ins  and updates  t h e  Georgia ----x__ Accounting ---I_--. Handbook f o r  Local Schpol Systsrnn. 

I ~ 

: . This f i l e  c o n t a h s  t h e  f o l l o w i n g  docu;r.ents ( i n c l u d e  form numbers and t i t l e s ,  if any, 
and  .f i le arrangement) .  

Documents r e l a t i n g  t o :  admin i s t e r ing  f i n e n c i a 1  reviews and, a u d i t s  of l o c a l  educat ion 
.. agenc ie s ,  p rovid ing  t h e  necessary  t e c h n i c a l  account ing a s s i s t a n c e  t o  t h e  u n i t s  

i n  t h e  development and maintenance of uniform and accep tab le  accounting systems. 

Included a r e :  (1) Local School System Budget , . (2)  Local School System F inanc ia l  Report ,  
I^.. < . , , .  :< - ... , ( 0 5  c ( c ( ;  :,>.:.>..- 1 / 1 8  rc. . ' ~  . 

'(3) Audit Report ,  (4)~correspondence, and ( 5 )  other r e l a t ed  documents. 
S D E  ,:-Tt,., :1.?:. :,: 

F i l e s  a r e  a r ranged:  a l p h a b e t i c a l l y  by county school  systems, c i t y  sLhool systems, 
CESAs,  a r e a  v o c a t i o n a l  t e c h n i c a l  schools  and r e g i o n a l  l i b r a r i e s .  
7 
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1 1  .n.i.? I 8  " 1 1 ' . . "  D l l . m e  . n l i . l n  

_ I  

,.-=---r .---E-__:=~-___llP-- 

~L ES . t t i i  
?-- - QCEs~TIoNN,IrR; Ilmr.  Crn ! ~ - 9 * ' t h .  prop.,  C O J I . ~ .  

c -  
' 13. Is t h i s  t h e  Record Copy o f ' t h e  s e r i e s ?  [x; I i 

[ 1 [v! 

[ 1 Ix! 
[~ I I Y 3  

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  te rmina te  agency p o l i c i e s  and procedures? 1 1 [x i  
1x1 I I 

[ 1 [xj 

Except fo r  item (21, Local School. System I'inancial Report and i tem(3),  Audit Report. ' 

1 4 .  Is  t h e r e  a dupl ica t ion  o f  t h i s  s e r i e s  i n  another o f f i c e  o r  agency? . .  . 

15. Is t he  i n f o h a t i o n  contained i n  t h i s  s e r i e s  ever sucrmarized 'or kublished? 
Attach copy of sumnary o r . p u b l i c a t i o n .  

16. Does t h e  s e r i e s  contain c l a s s i f i e d  information requi,ring s e c u r i t y  handling? 

18. Could t h e  

19. Is t h e  s e r i e s  ( o r  major po r t ion  of it) regu la r ly  microfilmed? If  y e s ,  why? 

function be  performed if t h e  f i l e s  were l o s t  o r  destroyed? 
F i l e s  would be very d i f f i c u l t  and/or cos t ly  t o  reconstruct  from loca l  school systems. 

20. Does t h e  record series provide d a t a  as i npu t  t o  an EDP f i l e ?  [ 1 [.;j 

21. Does t h e  record s e r i e s  contain documentation produced as ED? p r in tou t?  I 1 [ X ,  

22. Has t h e  Federal  Government i ssued  i n s t r u c t i o n s  governing t h e  retent ion/dispo-  
s i t i o n  of these  f i l es?  see  no. 24. 

[ X I  ! 

23. W i l l  t h e r e  be a need f o r  these  records 10, 1 5  years  from now? I f  yes ,  what? I 1 !x: - 
24. R E Q U I R E M N T S .  The following requi res  the  f i l e s  t o  be kept 7- _yea r s  : 

a.[]ST!iTE b.[]STATUI'E OF c.[]AUDIT d.MFEDEFAL e .  [;AD!.:IIIISTMTIVE ' f . [  ]IIISTr*S?CAL 
LAW LIMITATION PERIOD L A W  DEC IS 10;) VALK-1 

(Ci te  L a p .  Statute., OF other  reason for  the rc7tc'i:ti:oV: w L ? i A i m r n m t !  

P.L.  93-380, Section 434, s t a t e s  t h a t  r ec ip i en t s  of Federal  funds s h a l l  keep per t inent  
records fo r  5 q e a r s  a f t e r  completion of pro jec t .  Some of these a r e  z ran ts  coverj.ng_2yaars. 

35. AGENCY RECOEllENDATIONS-This agency reconmends t h a t  t h e  f i l e  s e r i e s  be cu t  o f f  at  the  er 
of each -[]CALENDAR YEAR -NFISCAL YEAR -[]OTHER - .~ , then 

[ X I  Hold i n  the cur ren t  f i l e s  area 'month(s) /  2 y e z r ( s ) :  

[ ] Destroy. 
[ '  ] Transfer  t o  S t a t e  Archives f o r  permanent r e t en t ion .  
[ .] Destroy immediately after cut-off. 
[ X] Other: (Specify) 

. [ ] Transfer  t o  [ 1 S t a t e  Records Center ' , [  ] Local Holding Area; hold  yea r ( r1 :  

: 

Then remove item (21, Local.Schoo1 System Financial  Report and item (3), 
A u d i t  ReDort, from the  f i l e s  and destroy; then t r a n s f e r  remainder of f i l e  t o  S t a t e  Archives 
for  penianent re tent ion.  

( Indica te  brief ly  rat ionale  f o r  recomnendations abooe/or r;r i te  aJdi tionaZ remarks) : 


